	Chapter - 6 (Manual - 5)    

	A statement of the categories of documents that are held by it or under its control 

	 
	 

	 6.1
	Use the format given below to give the information about the official documents. Also mention the place where the documents are available for e.g. at Secretariat level, Directorate level, others(Please mention the level in place of writing “ Others”).

	 
	 

	 
	Sr. No. 

Category of the document 

Name of the document and its introduction in one line 

Procedure to obtain the document 

Held by /under control of 

A 

SERVICE BOOKS   
Service Book: Bio –data of an employees and to keep his/her service record. 

As per rules 

AGM (Admn) 

B 

PERSONAL FILES 

The file containing documents started with the appointment of an employer with subsequent development service i.e leave, disciplinary action etc. etc. 

As per rules 

AGM (Admn) 

C 

GOVT. INSTRUCTIONS 

Decisions taken by the Govt. on various issues 

As per rules 

AGM (Admn) 

D 

BOD MEETING FILES 

Containing agenda items, decisions of BOD and their follow up for implementation and completion of the decision of BOD. 

As per rules 

AGM (Admn) 

E 

BOD MINUTES BOOK 

BOD Minutes Book: Decision taken by the BOD from time to time 

As per rules 

AGM (Admn) 

F 

ACR'S FILES ETC 

A.C.R's files etc: Annual confidential reports and records of officials 

As per rules 

AGM (Admn) 

A 

SALARY REGISTERS 

Pay and allowance of Head Office/Distt office officers/officials 

Centralized at Head Office Backfinco 

AGM (F) 

B 

DAY BOOKS 

It contains all days transactions 

As per rules 

AGM (F) 

C 

CASH BOOKS 

It contains all cash transactions in Head Office/Field Offices 

As per rules 

AGM (F) 

D 

CHEQUE BOOKS 

Cheque Books of all banks are operated from Head Office 

As per rules 

AGM (F) 

E 

FDRS 

Funds are kept in fix deposit accounts 

As per rules 

AGM (F) 

F 

CHEST 

Funds required for day to day work in kept in the chest 

As per rules 

AGM (F) 

G 

STATEMENT OF BANKS 

Banks accounts are reconciled at Head Office 

As per rules 

AGM (F) 

H 

LEDEGERS OF LOANS & ADVANCES 

All particulars including receipt, due balances are maintained at Head Office/Field Offices. 

As per rules 

AGM (F) 

I 

RECOVERY FILES OF INDIVIDUAL LOANEES 

Recovery files of each loanee is opened and maintained at Head Office 

As per rules 

AGM (F) 

A 

LOAN APPLICATION FORMS 

•  Loan identification forms •  Loan application form 

Field Offices Backfinco 

Distt. Field Officer 

B 

RECOMMENDATION OF DISTRICT LEVEL SECREENNING COMMITTEE 

Loan identification forms 

Field Offices, Backfinco 

Distt. Field Officer 

C 

VERIFICATIONS 

All documents with the loan application form 

Field Offices, Backfinco 

Distt Field Officer 

D 

LOAN SANCTION ORDER 

Issued by the Executive Director 

Field Offices, Backfinco 

Distt Field Officer 

E 

MORTGAGE DEEDS 

Mortgage Deed formats 

Field Offices, Backfinco 

Distt Field Officer 

F 

LOAN PAYMENT FORMS 

Issued by Executive Director 

Head Office, Backfinco 

AGM (P) 

G 

UTILISATION REPORTS 

Utilization Certificates Annexure 7 

Field Offices, Backfinco 

Distt Field Officer 

H 

LOAN FILES OF THE INDIVIDUAL LOANEES 

Containing all loan documents 

Head Office, Backfinco 

AGM (P)




